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Chapter 1. Reorganization Overview

When your senior management changes your organization structure, you may find it necessary to change your
Defense Travel System (DTS) organizatiomugets well. Even without such a change, other circumstagées
example, an organization name changeaanass reassignment of persongehay lead you to consider a DTS
reorganization.

Before taking action in DTS, carefully plan and discuss the scope of work within your organization and reach out
to your Component. Be aware some actions require outsidedination. Whatever the reason you need to
reorganize your DTS structure, the contents of tisumentaddresses key considerations and typically actions.

You can find many resources to assist you on the DTMO webgitgpat//www.travel.dod.mil/.

1.1 A Warning about Travel Documents

Beforemoving profiles from the old structure to the new organizations, you should confirm there are no active
travel documents. If the traveler has open trips, wait to move thafife until the voucher processes through
approval.lf you move a traveleprofile to a new organizatiorwith active travel documents in process, there is a
risk of document routing disruption and payment delBypcuments associate to the organization yheere

created under, so the approval remains with the AOs in the routing list of the old organization.

1.2 DTS Centrally Billed Account (CBA)

ACentrally Billed Account (CBA)lows travelers without aindividually Billed Account (IBAp use DTS to

obtain tickets for airfare and rail. If your new organizations require a CBA, work with your Component Program
Manager (CPM) to open a CBA account with the vendor. Complet@BheWorksheetnd request data load

into the DTS organizations well in advance of travel. You can verify the CBA load is available udb@Ar the
Maintenance ToglDTA Maintenance Tool Hom@©rganizations andView CBA List-or more information on

DTS Organizations, sBdA Manual, Chapter. 4

1.3 Travel Management Company (TMC) Information

The Travel Management Company (TM@)Commercial Tavel Office (CTQOhformation appears in the DTS
Organization table. The supporting TMC for reservation processing and ticketing is one of the decisions
determined outside of DTS. During the reorganization process, you need to verify the servicing Tivi@tiorio
If your CTO information is not in DTS, subniitaX Help Tickab request the CTO load. As you establish the
new orgs in DTS, select the appropriate CTO data. Once you begasgsing documents with reservations,
ensure the appropriate TMC receives the DTS requEstsmore information on DTS Organizations, B&&
Manual, Chapter 4

1.4 DTA ID and Reject Email

TheDTA IDandReject Emailiccount appears in the DTS Organization table. When a document rejects from the
accounting and/or disbursing system, DTS sends a notification to the account with the relevant data. During the
reorganization process, you need to verify D&A IDand RejectEmailaccount in DTS is correct, the email
externally works, and someone has access. If you need a new email account, work with your IT to setup the
account. Once you have the new account, submiitaX HelTicketto request the DTA ID and Reject Email data
load in DTSAS you establish the new orgs in DTS, select the approitfelDand Reject Emaiaccount.Note:

Defense Travel Management Office 3
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If using theCopyoption to establish organizations, uskdatefor each new org entry, if you need to switch the
data. For more information on DTS Organizations,3E& Manual, Chapter. 4

1.5 Delegation Authority

Delegation Authorityallows authorizing officials to grant their signature approval to another person assigned to
their organization who also has permission levdt & important to know that only the person granting the
delegation can remove the action; DTAs have notglidiremove the delegation. Once ttelegation

Authority is place, it stays in place if not removed by the delegator, even if their profile moves to a new org or is
detached from DTS.

You need to identify early on which AOs used this function in yoanizgtions. Run a view listing, review the
results, and then contact the individuals to remove their signature delegations.

Here is how to run th&iew Delegated Authorities List

1. Starting on theSearch Routing List(streen, selecView DelegatedAuthorities Lt from the menu
line.

2. TheView Delegated Authorities Ligtage displays. Select ti@rganizationsandIncludeSub
Organizationsand choosdrun Report

3. From the report use the findings to notify the AQ¥ required action being sure farovide Delegation
Authorities removal instructions.

Note: The routing list for an organization should always contain multiple people at each step to prevent routing
stoppage, so there should be little need to use belegate Authorityoption.

For more infornation on DTRouting Listssee theDTA Manual, Chapter. 5

1.6 Compliance Tool Access

Serving as part of the DTMO Travel Policy Compliance Progra@othgliance Too[CT)is an automated

application, which reviews all DTS travel vouchers and identifies potential improper payments, including
duplicate claimsThose who support audits and travel compliance receive access to the CT to review findings
and monitor error carections for their organizations. Even though the CT checks the DTS vouchers for accuracy,
it operates independently from the (DTS). When the CT identifies an issue, the appropriate individuals receive
emails. Based upon the findings, corrective actiomtmust occur to the DTS documents.

During a realignment, you need to determine who has current CT access and who may need CT access to the
new organizations. Once your new organizations are setup in DTS and preferably before documents process in
the new aganizations, contact your Component. Request access for the identified CT users and provide the

exact DTS names the individual(s) need access within the CT. Remember, access to DTS functions have no
bearing on CT access, so this is a separate setup byOpooponent. Thé N> @St t 2f A 0& / 2 YLX Al
Guideprovides administrators the governing policies and discusses how to use the CT

For more information on th&ravel Compliance Progransee theDTMOwebsite.
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Chapter 2: The Eight Steps to Reorganization

The stepdistedbelowshow one route tasuccessfully executirgreorganizationin DTS. Other options are

possible Seeflowchart in Figure 1.

EIGHT STEPS TO A DTS REORGANIZATION

Step 1

Create new
organizations

Optional Step A
Copy routing lists

Step 6
Update default Step 9

Create LOAs

Step 8
Steg 7 Label old

Update budgets organization
structures

Optional Step B

Copy Groups & GGMRs
Move personnel

Step 4
Apply organization
changes to subordinate
organizations &
personnel

Step 2

Update GGMRs

Step 3

Move
personnel

Figure E1: Eight Steps to a DTS Reorganization

The rest of thislocumentis dedicated to explaining the steps in detail.

1. Create thenew organizatons. If you create a new organization by copying an old one, DTS offers you

two options:

 OptonAg/ 2L GKS 2NHIYyATIF(IA2Y Q&

NE dzii A y 3

May 19, 2022

fAada
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1 Option B¢ Copy the organizations groups, global group membership rules (GGMRSs), and pktsonne

the new organization.

2. Validate or update the GGMRs in each new organization.

3. If any personnel are in the organization, reassign them to their proper organization.

4.
organizations and assigned personnel.
5. Create Lines of Accounting@A$for each new organization.
6. Update the default LOA for each new organization.
7. Editbudgesand settargets for each new organizatignf needed create new budgets
8.

longer need.

Make any necessary changes to each organization and if needed, copy those changasbrdisate

Mark former organizations for nonse or alete any structures of the former organization you no

Defense Travel Management Office
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ﬁ Note: Recommend running reports, which include travel documents in the old organization:
1. Run the report8EFOREhey move profiles to their new organizah. COR;

2. Keep (or beiven access to their old organizatioar(to an organization hierarchically above both their
new organizatiorandthe old organizatior). COR;

3. Create a second DTS user profiieh access to the oldrganization.

Note: For more information about any of these steps, seeieA ManualChapters 110. See Section 6 of this
Appendix for a complete list with links to tiETA Manuathapters and appendices.

Defense Travel Management Office 6
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Chapter 3: Outside Entity Executes Reorganization

L¥ @2dzNJ LX FYyYSR 2NBHIFIYAT FGA2y AGNHzOGdzNB gAft 6S LI NI
access toyou carQuse theDTA Maintenance Todb execute the reorganizatiofror example, you currently

fall under DA740, but your organizatiorréstructuringto DA7O. In this situation, yu must contact higher

level DTAyour/ 2 Y LJ2 yI¥§ affiee the &ense Tavel Management Office IMO), or the Travel

Assistance CenteT AQ for assistance

There are an number of resources the DTMO website dtttps://www.travel.dod.mil/.

i Training Materials

o Information Papers
o DTA Manual
o Trifolds

9 Local Level Assistance

i Travel Assistance Center

Regardless of who builds the main organization, it is importatmnunderstand theequiredstepsfor
reorganization(Figure ELin Chapter 2 You shoul be prepared tassist those who will help you execute the
realignment.
1 Create New Organizations
Copy Routing Lists
Copy Groups and GGMRs
Profiles
LOAs
Budgets

E I

1 Label the Old Organizations

Be aware the steps may include outside actions suchaasing ofpersonnel as ACend TMC coordination.
Work with your Component Representative to address these requirements.

Defense Travel Management Office 7
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Chapter 4. DTA Executes Reorganization

If the reorganization occurs completely within the hierarchy in which you have access, you can D3éthe
Maintenance Tool to accomplish the reorganizatigou need access to the former and new organization
structure, if you are to complete all reorganization steps. Below is a summary of the process. To learn more
about theDTA Maintenance Todgee theDTA ManualAt the end of this Appendix, see the full list of chapters
with links.

4.1 Create New Organizations

Before creating your new organizations, you should fame yourself with your current organization structure.

You should also consider mapping out the new organization by deciding which organizations you should copy to
create the organizations you need, and which you will create from scratch. For more atifmmsee theDTA

Manual, Chapter 4.

To display all your current organizations, inthe ! a I A y (i S yOrggn2&iongrddule, @xéecute a
search with your main organitan as theOrganization Namend check thénclude SubOrganizationsbox
(see Figure-R) before you seleckearch The search results (Figura)will contain all the organizations you
can access.

Search Organization(s)

For "Organization Name" please enter four or more characters in the corresponding field to display list of available
organizations.

Organization Name: | DTMOCSD ¢! —-Include Sub-Organizations

Search

Figure E2: Search for All Organizations You Can Acces

Organization(s) (Search Results)

Organization Name: DTMOCSD
Include Sub-Organizations: Yes

Edit Organization Code = GDS PCC TicketPCC  Company Code
Copy @ Update = Delete | Reassign Personnel ~ DTMOCSD AA DIWA  DIWA -D1WA-PROFILE

Copy | Update | Delete | Reassign Personnel DTMOCSD460FM AA D1WA D1WA D1WA PROFILE
Copy | Update | Delete | Reassign Personnel DTMOCSDOPS AA DI1WA D1WA D1WAPROFILE
AA DIWA  D1WA D1WAPROFILE

Copy Update | Delete | Reassign Personnel ~ DTMOCSDTRAINING
1-40f4

Figure E3: Organization(s) (Search Results) Screen

Note: If you have a very large organization hierarchy, suggest you rudiglve OrganizatiorListingto identify
all the DT®rganization Codedf you need more assistance identifying the Diiganizations, then contact your
Component.

Createoption to establish an organization:

1. Select theCreate Organization(dink on the dark blue navigation bar.

Defense Travel Management Office 8
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2. On the organization profile screen, enter all required information and s&age Organization

The new organization will have a default routing list (unpopulated), but no LOAS, groups, assigned personnel,
etc. You must create each one of the items.

Copyoption to establish an organization:
1. SelectCopynext to the source organization on ti@rganizadion(s) (Search Resultsgreen (Figure-B).
2. On the organization screen, enter all the required information.

3. Decide whether you want to take advantage of the two options at the bottom of the screen. See the
options in Figure-4. More details are avaitde in sections 4.1.1 and 4.1.2.

4. SelectSave Organization

Note: The new organization may have additional routing lists (and all routing lists fully populated), and it may
also have populated groups, active GGMRs, and assigned personnel, if you took azlehotag or bothCopy
Optionsas described below. You may need to make changes to routing lists and groups based upon the new
structure.

Copy ALL Routing List and Routing List Details from DTMOCSD
Copy ALL Groups and Global Group Membership Rules from DTMOCSD

Copy Options: " i )
*If Copy Groups is selected, all personnel will be reassigned from DTMOCSD

Figure E4: Organization ScreenCopy Options

Note: The TMC or CTO information consists of the GDS, PCC, Ticket PCC, and Company Code. These fields are
critical to transmit travel reservation requests from DTS to the proper servicing agent for booking and ticketing
actions.If you uncertain of the properata or requirechangegiue to therealignment, submit ZAC Help Ticket

for support

4.1.1 (Optional) Copy Routing Lists and Routing List Details

If you choose t@Copy ALL Routi@nList and Routing List Details from <organizatiqsee Figure-4), DTS copies
Fft 2F GKS &2dz2NOS 2NEHFYATIFGA2yQa NRdziAy3a tArada G2 i
elements. You can update those routing lists as needed forusebytff S ¢ 2 NBI yAT F A2y Qa (N

If you do not check this copy box, DTS only creates a default routing list (hame), which contains no routing
elements, for the new organization. You must populate that routing list before a traveler may use it. You must
als create and populate any additional routing lists that the organization requires.

Formore on creating and updating routinigts, see thdTA Manual, Chapter. 5

4.1.2 (Optional) Copy Groups and GGMRs and Reassign Personnel

If you chose to Copy ALL Groups and Global Group Membership Rules from

<Organization{see Figureh 0 = 5¢{ O2LA Sa Iff 2F GKS a2dz2NOS 2NHI yA
organization. Selectingth®2 E gAff | fa2 NBlIFaaAdy |ttt 2F GKS &2 dzNDOS
organization. You cannot select individual groups or GGMRs to copy, or specific personnel to reassign if you

4S8t SO0 GKA&a O02ET AdGQa |y alftft 2N y2iKAYy3IE RSOA&AAZ2Y D

Defense Travel Management Office 9
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Note: There are tw important considerations before you check t@epy Groupsind GGMRDox:

1. Although DTS creates new GGMRs that reflect the name of the new owning organization, it does not
change the name of the organization that owns the destination group. So fdilnece organization
currently owns a GGMR that puts its travelers into a group that the source organization owns (a very
common occurrence), the new GGMR continues to put the travelers into a group owned by the source
organization. For example: DA12345 BaSGMR that puts all its travelers into a group called MAIN,
which DA12345 owns. When you copy thaganmization to DA98765 with this checkbox selected, DTS
creates the organization DA98765, as well as a GGMR that puts aleteaweb the group calletAIN.

Note: If you have access to multiple organizations, and the primary group names are all the same, make
sure you are working with the correct org and group to make changes @aerps Individual Group
Membershipand Global Group Membershipables.

2. Ifyou are in the organization you copyhenDTS moves the personnel to the new organization, it
moves you as well. If you had organization access to the source organifafiBrupdates your
organization access to the new organization. Thus, you wilhlable to continue working with the

az2dzNDS

assistance from another DT8ee higher organization access below.

2NBFyATFiA2yQa aasdias FyR @82dz OFyQild Y20$S

Personnel who need organization access to the old awd org, who have a higher organization access when
using theCopy Organd Groupsto reassign the profile should retain their organization access. Personnel moved
in this way also retain their:

T
T
|l
T

T
T

Organization ecess tmther organizatiors

Permissiorevek
Group Access
58T dzf G

NRdziAy3a tAaiG 6SAGKSNI dzLJRI G SR

have an alternate one)
All data in theUserSoecificDataarea of their DTS profile
All data in theGeneralTravelerData of their DT $rofile

G2 G4KS ySs

If you do not check th&roupsoption box, you must create any groups and GGMRs the new organization

NBIjdZANB&Dd holUlFlAYyAy3d I NBO2NR 2F GKS 2t R
the5 ¢ !

2NHIFYAT FGA2

al Ay Syl y Ofodule2atdr ybé maih NBatizdtion as th@rganization Owner Name,

checkinclude SubOrganizationgFigure E5) andSearchgroups. The result will be a list of all groups in your
organization hierarchy (Figuregl.

Search Group(s)

For "Organization Owner Name" please enter four or more characters in the corresponding field to display list of available

organizations.

Group Name:

Organization Owner Name:  \DTMOCSD ¢! Include Sub-Organizations

Search

Figure E5: Search Group(s) Screen

Defense Travel Management Office
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Group(s) (Search Results)
Incude Sub Organization: ver Group Name:
Edit Organization Owner Name Group Name
Delete DTMOCSD CSD
Delete DTMOCSD OPS
Delete DTMOCSD Training
Delete DTMOCSDOPS OPS
Delete DTMOCSDOPS SIM
Delete DTMOCSDTRAINING HD
Delete DTMOCSDTRAINING OPS
1-70of7

Figure E6: Group(s) Search Results Screen

4.2 Update GGMRs

wS@ASs SOSNEB ySg 2NHIYyAT FGA2yQa DDawa (2 YIS adaNB
sure they have the proper group and group organization owner names; this does nosdlajyen when you

copy organization (e.g., if the owning organization changed its name in the reorganization). If any GGMRs are
missing, either because you created the organization from scratch or because you chose not to copy the GGMRs
when using theCopyfeature to create the organization, then you will need create the new rules to fill the gaps.
See theDTA Manual, Chapterfér information on working with DTS Groups.

4.3 Reassign Personnel

When restructuring sometimes you need to move all profiles from one organization to another. One way is using
Copyand choosing th€opy Optiorfor groups, all personnel in the source organization move to the new
organization. In otherases, you need to move profiles from one organization into different organizations. You
can quickly move profiles within th@rganizationmodule by using th&®eassign Personneption. Note: This

step assumes you are not moving travelers with open docum#nprocess.

To begin, seledReassign Personneh the Organization(s) (Search Resulsreen (Figure-B), then select up
to five destination organizations (Figure’).

Search Organization(s)

Source Organization Selected: DTMOCSD
Add up to 5 destination organizations for ReAssigning Personnel

DTMOCSD460FM
DTMOCSDOPS
DTMOCSDTRAINING

Please enter four or more characters to display list
of available organizations.

DTMOCSDTRAINING Remove

Add >>

Save And Continue

Figure E7: Search Organization(s) Screen with Destination Organizations 8electe

Defense Travel Management Office 11
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After you selecBave and Continughe list of people display so you can choose the new assigned organization
for each person (Figure8). SelecSave and Refresh Pagereassign the personnel to the selected
organization. If you have more than fidestination organizations, you must go through this process more than
once to move the profiles to the proper destination organization.

Reassign People (Search Results)
Please choose one org for each person to be reassigned to.

QOrganization Name: DTMOCSD

Name: SSN: DTMOCSD (Current
Org)

DTMOCSD460FM DTMOCSDOPS  DTMOCSDTRAINING

Nguyen,Andreas XXXXX1111

West,Chris A XXXXX9741

West,EricT ~ XXXXX9743

West,Helen D XXXXX9740

West,Molly T XXXXX9742
check All uncheck All check All uncheck All check All uncheck All check All uncheck All

1-50f5
Save And Refresh Page

Figure E3: Search Organization(s) Screen: Destination Organizations
When you use th&®eassign Personnebtion to move people, DTS:

1 Removes organization and group access.

1 Removes their default LOA.

1 Retains their permission levels.

1 Retains all the information in the General Traveler Data and the User Specific Data sections of their
personal profiles.

Adjusts their grop membership accordingto GGM& RRAy 3 (KSY (2 GKS ySg 201
YR NBY2@Ay3d GKSY FNBY GKS 2fR 2NEHFIYATIGA2yQa 3

1 If you did not copy their old organization's routing lists, their default roulistgvill be change to the
yS6 2NBIYyAT IGA2yQa RSTlLdzZ G NRdAziAy3a fAadod

Note 1:When using a bulk move process, you should check the organization and group access, permissions
above zero, and any specialized role assignment within the profiles are setuid ert/ 2 YLI2 Yy Sy (1 Q& 3 dz
Follow your local Business Rules for required training, role assignment, and tracking procedures to ensure travel
compliance.

Note 2 Determine if user only profiles should remain in the old org (eogumn reports, conduct resarch,or
support audits) for a period of time or you will detach them from the old org by as set date.

4.4 Organization Changes Applied through the Hierarchy

¢CKS 2NBFYATFGAZ2Y AYTF2NNIFGA2Y Ay | LISNAEZ2Y Odanizalolt 2 y I §
[ A1SsArAasSsT &2dz OFyQi OKIy3S Y2 adopy® dsEblishiad drganizatigh. Yoy F 2 NI
must change certain organization information later.

Defense Travel Management Office 12
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To simplify such changes, you can usellpelate Changesptions (Figure 1) atthe bottom of theUpdate
Organizationscreen. A change to tHeuty Addressnformation is a reason to use tidpdate Optiongor the
organizationNote: Not all changes cascade down the organization hierarchy (e.g., TMC information is exempt
from such updges).

Save these changes to ALL Personnel under DTMOCSD

- lpaiiz Dinliens Save these changes to ALL Sub Organizations of DTMOCSD

Figure E9: Update Organization ScreeJpdate Options

4.4.1 Apply Main Organization Changes to Subordinates

When you check th&ave these changes to ALL Personnel under <organizatios>all the information that

appears in a DTS personal profile (e.g., the organization address and phone number) updates for all of the
2NBFYAT FGA2yQa LISNBR2YYSt® Ly Fy 2NBFYATFGAZ2Y GAGK ™
organizaion address in each individual traveler profile.

When you check th&ave these changes to ALL Sub Organizations of <organizatimn>all the information

that you changed updates for all the organizations under this one in the hierarchy. For example Upeate
Optionswithin the organization if the entire hierarchy moved to a new street address, you change it once and it
updates all organizations.

Note: Only information that you changed in the source organization will update for its personnel and
subordinate organizations. For example, if the organization changed street addresses but kept the old phone
number, then all of the organizations will retain their old phone numbers.

4.4.2 Update Subordinates without Updating Main Organization

If the data foran organization does not change, but you need to update the information for its subordinate
organizations and/or personnel, you can still use thelate Optionsto shorten the steps.

Say for example, that a number of field offices are relocatingtothe gia 2 NBI YAT I GA2y Q& O dzNN.
need to update the address for all the subordinate offices, but not the address of the main organization.

Here is a way to make organization changes quickly:

1. Update themainorganizationdeletingthe data inall the fields that need tachange for the
subordinate organizations. Save that changéhaiit checking eithetdpdate Optionsbox.

2. Updatethe mainorganization again tput the information back. Since this registers as a change, when
you check either or both of hUpdate Optionshoxes, DTS updates the information for the personnel
and/or subordinate organizations.

4.5 Create Lines of Accounting (LOAS)

The new organizations must have DTS LOAs and budgets to process travel documents. Depending upon your site
either you, a Financial DTA (FDTA) and/or Budget DTA (BDTA) may complete this step.

There are a couple of options to build the LOAs. You may usedpgoption andUpdate (if needed) or use the
Createfunction to build the LOAs from scratdlote: If the Format Mapchanges for your organization, then
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you must useCreateto establish the LOAs. For a complete list of EO#nat Maps see theDTA Manual,

Appendix R

This section along with 4.6 and 4.7 address the LOAs and funding for the new orgs. For more details on DTS LOAS

and Budgets, see tHBTA ManualChapter 8and Chapter 9

4 5.1 Determine Current LOA Structure

You need to locate the LOAs your organizations currently use. Start by logging iBt@¢the al Ay Syl yOS

May 19, 2022

Lines of Accountingnodule.Searchfor all your LOAs by using your main organization a©ttganization Name
and checknclude SubOrganizationgFigure L10). The result will be a list of all LOAS your organizations own

(Figure E11).

Search Lines of Accounting

For "Organization Name" please enter four or more characters in the corresponding field to display list of available
organizations.

Label: (FY + LOA Name)
Format Map: v
Organization Name: |DTMOCSD ¥ --Include Sub-Organizations

Unbudgeted LOA(s) Only:

Search

Figure E10: Search Lines of Accounting Screen

Lines of Accounting(Search Results)

Organization Mame: OTMOCED
Include Sub-Organizations: Ma
Format Map:

Label: 22
Unbudgeted LOA(s) Cnly: Mo

Sglect A Clear ANl

. ef:;‘ﬁa ver Edit Crganization Mame Label Shared FomatMap  Linkto
O [ Updste | Copy | #-Org Funding | DTMOCSD 22 BAND Mo  AF 2, 9/29/2003 hew Budget
[ [ Update | copy | *-Crg Funding | DTMOCSD 22 EXEC Mo MG 1, 8//2001 New Budget
O [ Update | Copy | X-Org Funding | DTMOCSD ZZROUTINETVL Mo ARMY 3, 6/6/20073 New Budget
O [ Updste | Copy | #-Org Funding | DTMOCSD 22 TRAIMING Mo AF 2, 9/20/2003 Hew Budget

Delete Selectedion this page) I Rollover Selected {on this page) |
1-4ofd

Figure E11: Lines of Accounting (Search Results) Screen
To see thd.OA Labelsiith all the data element detaijsuggest you run theiew LOA(S) List
1. Select thevView LOA(s) Lidink on the dark blue navigation bar (Figur&2)

Defense Travel Management Office
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View LOA(s)
List

(MW Lines of Accounting w b bl - I

View Lines Of Accounting (LOA) List

For "Organization Name" please enter four or more characters in the corresponding field to display list of available
organizations.

Organization Name:  (NONE) [} --Include Sub-Organizations

Run Report

Figure E12: View Lines Of Accounting (LOA) List Screen
2. Enter theOrganization Namend check box tinclude SubOrganizations
3. SelectRun Report

4. DTS will have you save the report to your PC before you can open the excel file and review contents.

4.5.2 Create New LOAs
To create a new LOA in organization from scratch, begin ihitles of Accountingnodule:

1. Select theCreate LOA{dink on the dark blue navigation bar (Figur&3).

DTA Tools: (TSI Creae | Update Detaul View LOA(S)

Create Line of Accounting *Required

Format Map: *| | Select One ... v

Continue || Cancel

Figure E13: Create Line of Accounting Screen

2. On theCreate Line of Accountingcreen, select &ormat Mapand selectContinue

w

After the screen refreshes, enter all required information on @reate Line of Accountingage and
selectSave Line of Accounting

The newly created LOA will display on thiees of Accounting (Search Resukis)jeen.
To create a new LOA by copying an existing one:

SelectCopynext to the source LOA on th€DA(s) (Seah Resultsycreen (Figure-1L1).

N o &

On theCopy Line of Accountingcreen, enter and update all the required information, thetest Save
Copied Line of Accounting

8. The newly created LOA will display on thiees of Accounting (Search Resulisjeen.

Whencreating the LOA, if you check the box to create a new budget, the item does not have any associated
funding. The funding step occurs outside of iID€A Maintenance Topin theBudget Administration Tool
Later in the reorganization process, we addregtirsg budget targets.
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Note:L ¥ @2dz YySSR (G2 dzLJRIFGS GKS RIGF St SYSCréate BEdgeNJ | [ h!
simultaneously with the LOA. You can create the budget items later.

4.6 Update Default LOAS

Some organizations setzefault LOAf 6 St Ay GKS GNI @St SNN& LINBFAf SO ¢K;
specified LOA to a document at trip creation. For organizations with only a few travelers, you may simply choose
Update¥ 2 NJ ST OK (i NI} @St SN Default {OAdDMIESF drdadizations Rith & BrigeShOniber ©fK S
travelers, consider using a global update to change the profiles all at once.

Here is how to use the global option:

1. Fromthe5 ¢! al Ay ( SylLings 6f AccaustifghoBude, selectpdate Default LOA()N the
dark blue navigatiobar (Figure E12). TheDefault LOA Updatscreen (Figure-IL4) opens.

Default LOA Update

For "Organization Name" please enter four or more characters in the corresponding field to display list of available organizations
and corresponding "Existing Default LOA Label" and "New Default LOA Label" fields.

Organization Name: © [DTMOCSD| |

Existing Default LOA Label: | v |
New Default LOA Label: | v |
Include All Users: [}

Figure E14: Default LOA Update Screen

2. Select theOrganization Naméhat you want to set theéNew Default LOA LabeCheck the box if you
want to Include AllUsers then selecSubmit TheDefault LOA Update Person (Search Resudtsgen
(Figure L15) opens.

Default LOA Update Person(Search Results)
Selectio o oonization Name  Name SSN  Existing Default LOA Label New Default LOA Label
Include in Update
0 DTMOCSD Garcia, Allison T XXXXX9742 22 TRAINING 23 TRAINING
0 DTMOCSD West EricT  XXXXX9743R 22 TRAINING 23 TRAINING
Select All  Clear All
12002

Figure E15: Default LOA Update (Search Results) Screen
3. Check the box next to the travelers to include in the update and s&lgomit

4. TheDefault LOAUpdate Person (Search Resulpgge updates reflecting thidew Default LOA Label
for the listed travelersNote: ¢ K S i NI @St S NhePeoplthduleimBaiiatelyyfalcstNie
Default LOAabel change.

4.7 Budgets

Defense Travel Management Office 16



DTA Manual, Appendix L: Reorganizations May 19, 2022

In order for the AO to approve$h 2 NHI yAT F GA2y Qa (NI @St with aviilS8oeRBundg.dza G 0 ¢
When ampldundsare notallotted for the trip or the LOA has no associated budget item, during the approval
process, the AO receives a hard stop and a warning indicating deeection required. Although each

organization determines when and how much funding to add to the DTS budgets, ensuring the budget is setup
timely helps to reduce documeigrocessing delays.

You can search and edit budgets under Buglget Tool.You carrun the Balancereport to verify the
2NBFYAT FGA2yaQ 06dzRASGAEA FdzyRAYy3d 6STF2NB |yR RdzZNAYy3I R?2
DTA Manual, Chapter 10

4.7.1 Setting Budget Targets

As mentioned in Section 4.5.2, when you create a new LOA, you can create a new budget at the same time, but
it contains no money.

Here is how you add funds tolar'S Budget

1. From the DT®ashboard selectAdministration from the menu line. Then seleBludget Tool.

2. TheWelcome to the DTS Budget Administration TqaElge displays. Select tiBudget Maintenance
tab (Figure 116).

& Defense Travel System Budget Main Budget Maintenance  Reports

A New Era of Government Travel

Current Date: 05-18-2022

To begin using the Budget Administration Tool, click on a selection in the top toolbar.

Budget Module Description:

The Budget Module is a bookkeeping tool used to track and manage travel funds in DTS. It facilitates fund management and
reconciliation with official DoD accounting systems.

Resource Managers and Budget Officers use the Budget Module to do the following:

Set up budgets for LOAs already created in the DTS Maintenance Tool
Enable a budget to be shared by multiple LOAs assigned to suborganizations within an

organizational hierarchy

Deactivate budgets

Track expenditures, obligations and fund availability

Automatically rollover unused funds from quarter to quarter within a fiscal year
Automatically track funds on either a quarterly or annual basis

View and download a variety of summary and detail reports

Figure E16: Budget Maintenance Home Screen

3. Select ShovBudgets. TheShow Budgetpage opens llowing you to enter therganization option to
check the boxnclude Sub Organizationgption to enter aBudget Labeland then selecEhow
Budgets for Selected Organization(s)

4. TheShow Budget Resudtscreen displays the budget list (Figur&).
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The following list shows the budgets and total budgeted amounts for the specified fiscal year and organization(s). To update the
budgeted amounts or accounting code elements for a budget, click Edit. To inactivate or delete a budget, click Inactivate/Delete. If a
budget item has a View link in the Inactivate/Delete column, this budget has been inactivated. Click on View to view the inactive
budget. If a budget item has a View link in the Edit column, this budget is a shared budget which belongs to a parent organization.
Click on View to view the parent's budget.
Budget items with blank quarterly funding targets indicate that the budget is an annual budget.

Fiscal Year: 2023

Organization : DTMOCSD

Budget Label :

Target Target Target Target

Annual/ Amount Amount Amount Amount
Edit Inactivate/Delete  Organization Budget Label Quarterly Shared Qtr 1 Qtr 2 Qtr 3 Qtr 4
Edit Inactivate/Delete DTMOCSD 23 EXEC Q N $0.00 $0.00 $0.00 $0.00
Edit Inactivate/Delete DTMOCSD 23 ROUTINE TVL Q N $0.00 $0.00 $0.00 $0.00
Edit  Inactivate/Delete DTMOCSD 23 TRAINING Q N $0.00 $0.00 $0.00 $0.00

Figure E17: Show Budgets Results Screen
5. For theBudget Labelselectedit TheEdit Budget Itenpage opens.

6. Enter the appropriate amount of dollars into tik@inding Target Adjustmenteld. Note: Budgets are
setup based upon FY quarters. If you add myotweQtr 1, DTS automatically rolls the remaining
available amount t@Qtr 2 once the FY date applies, th&@ir 3and thenQtr 4 for the given Fiscal Year
(FY). Available funding remainstr 4.

7. Enter a comment in th&emarkdield. Note: This is a mandaty requirement.

8. SelectSaveto update the record.

9. DTS returns you to th8how Budgets Resulscreen refledhgthe changes to th8udget Label

10. You will repeat the steps and enter the funding in eBcitlget Labethat the organizations will use to

travel. Follow your local Business Rules for setting targets in DTS.

4.7.2 Creating a Budget

If you did not create a budget at the same time you created the LOA (e.g., LOA data elements required updates),
then you will need to create the budgets now. In thisiation, you have a few options to create a budget. You
can:

1 Create the new budget within the Budget Tool and add fund@&-

1 Create the budget item within the Lines of Accounting module and then in the Budget Tool add
funding
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Note: There is some variation with the steps using Bualget Tog] but for this paper, we provide one common
method.

Use theBudget Toolo create a budget:
1. From the DT®ashboard selectAdministration from the menu line. Then seleBudget Tool.

2. TheWelcometo the DTS Budget Administration Tophge displays. Select tigudget Maintenance
tab (Figure 116).

3. SelectCreate BudgetTheSelect Format Maage opens (Figurel).

Select a format map for the new budget or click on the link to create a budget from an existing LOA.

Format Map : AF 2, 9/29/2003 -

Copy_an existing LOA to this budget

Figure E18: Select Format Map Screen
4. Select theFormatMap and then selec€Copy an existing LO# the budget.

5. TheSelect LOA to Copyindow appears. Ensure the correct Format Map displays, select Fiscal Year,
and Organization (optional) check the bmclude Sub Organization$electSearch

6. TheAccounting Codepage opens (Figa L-19). Choose theOA to Copy
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Select an existing LOA to use with this budget.

Format Map :
AF 2,9/29/2003
Fiscal Year :
2023
Organization :
dtmocsd

Click on the LOA's Copy link to create a budget using the selected LOA's format map and 10x20.

Copy Organization LOA Label LOA Accounting Code Elements

Copy DTMOCSD 23 TRAINING 667100757/ ~3/3840~A58131741A184201500401AAAANL09AAABE7100M A A59220FA

Figure E19: Account Codes Screen

7. TheSelect Budget Typscreen displays. THeormat Map Fiscal YearOrganization Budget Labeland
the defaultBudget Typeset toQuarterly displays. You may select the radio button to change the
setting toAnnual SelectSave

8. TheCreate Budgewindow opens (Figure-20). You must enter the funding amount based upon if you
choseQuarterly or Annualbudget.Note: Below the target amounts, theOA data elements display for
the associated budget. Scroll to the bottom of the page, séacte
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Figure E20: Create Budget Screen

9. To view the newly created budget, sel&ltow Budget®n the navigation bar. When the page opens,
enter the Organization and selectShow Budgets for Selected Organization(Bpe budget item
appears in the budget list.

Use the Lines of Accounting module to create New Budget:

1. Inthe5 ¢! al Ay ( Sylingé 6f AccauatidghoOule, enter theOrganization NaméFigure £10)
and Searchfor the LOAs. Theines of Accounting (Search Resuligplay the LOAs for the
organizations (Figure21).
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